The Project Director 
Shahra-e-Ghalib Lane-3 
Block-2, Clifton, 
Karachi. 


Subject: Request for the Post of Computer Operator. 


R/Sir, 


Most humbly and respectfully | know through newspaper that there is 
vacancy of above mentioned post under your kind control. 


So, | submit my CV and Cover Letter for your favorable consideration and 


necessary action. 


Waiting for the response from yours. 


Regards, 


Yours Truly, 
Sikander Ali Memon 
Mob#: 0314-2851093 


SIKANDER ALI MEMON 
House No: A-23, Sharif Square, 

Hussainabad, Hyderabad. Sindh 

Mobile#: +923142851093 

Email: bahubali838@gmail.com 


EXPERIENCE 


NESPAK-LDMSP(Project) 
From July 2007-- June 2017 
I worked as Account Assistant/Computer Operator, to receive and process all invoices, 
expenses forms and request for payment: 
> Verify calculations and input codes in to the Accounts system in an accurate manner. 
> To maintain and reconcile the Direct Debit mandates. 
> To Deal with daily Transactions for the petty cash and ensure that reconciliation are 
completed in a weekly basis. 
> Maintain the office master roll in daily basis. 
> Supervision the office Staff to ensure them working effectively. 
> Maintain the office records with proper filling. 
NESPAK-NDC (Project) 
From July 2003 -- June-2007 
I worked as a Computer Operator, I arrange, maintain the daily and monthly 
Expenditure and purchase stationeries for Office 
THE CAPE (Institute of Information Technology) 
From Jan 2001 — Dec 2002 
I worked as Computer Instructor, Lab Assistant and Computer Operator, and 
Teacher of the CIT and FIT Classes. 


ACADEMIC QUALIFICATION 

1998-2001  * Bachelor of Commerce (B.Com) From Ghazalee College Latifabad Hyderabad 
1998-2000 * DAE (Electrical) From Technical College Hyderabad. 

1996-1998  *H.S.C-II From Model College Hyderabad 


1994-1995 * $.S.C-II From Model School Hyderabad 


COMPUTER SKILLS 
e DIT(Diploma in Information Technology) 
e MS. Office 
e Oracle 8.0 (Data Base) 
e Internet (E-mail, chatting, browsing, Downloading) 
e V-basic 
PERSONAL 
Father’s Name: Hussain Bukhsh Memon 
Date of Birth: 22-07-1978 
Marital Status: Single 
Religion: Islam 
Domicile: Hyderabad (U) 


NIC No: 41302-3365306-7 


